OFFICE OF CAREER SERVICES
NETWORKING
NETWORKING IS…
o

Contacting people you know and/or don’t know in order to find information about a particular profession,
obtain further contact names, information on industries, organizations, career paths, positions, etc., and to build
your professional network.

o

Gathering information, advice and support.

o

A two-way relationship that helps both parties because of mutual information sharing.

Networking can be the single most effective tool in your effort to find a job or learn more about careers you might
enjoy. Studies repeatedly show that as many as 60-80% of job seekers find positions through networking. It is your
chance to speak with people who are already in your industry of choice to learn more about their careers and how to
develop your own. This activity is powerful because it can give you information you can’t find anywhere else, from
job opportunities that are not listed to people’s perspectives on future trends and what they find satisfying and/or
dissatisfying about what they do. This information can then be used to help you find a job or clarify your decisions
about the type of job or career you might like.

NETWORKING PREPARATION
First, do your research! Look for information on your chosen career path by searching the web, reading the
appropriate professional journals and newspapers, and/or talking to career advisers.
Identify the information you want. Would you like to generate leads on potential jobs, or do you want more general
information about an industry or a specific organization?
Determine whom to contact. Once you’ve determined exactly what kinds of information you are looking for, you
can determine whom to contact. You then can get the right information from the right people.
Develop a strategy. Decide which questions will give you the information you need. You’ll need to differentiate
between the kinds of questions you would be asking during an informational interview from kinds of questions you
would ask a potential employer.

WHOM SHOULD YOU CONTACT?
Utilize your relatives, friends and their parents (especially those in the workplace), parents, former employers, coworkers, neighbors, acquaintances, professors’ recommendations, deans, peers, and alumni through the SIPA
Alumni and Student Network on LinkedIn. Join professional organizations to meet people in the industry you hope
to enter.

HOW DO YOU NETWORK?
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Make a list of anyone you know who might have information that will help you in your search or who might be
able to connect you to those who do. Set up informational interviews, which can be in-person, over the phone
or by email. OCS recommends the initial contact should be done through email and then followed up with a
phone call.

INTERVIEW TYPES
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Follow-up
o Send a thank you email within 24 hours of meeting them.
o If they seem eager to help, keep in regular touch to maintain and strengthen the relationship.
• Let them know how school and your search are going.
• Think of ways to be of value to them based on what you learn from your conversation - e.g., email
articles or event information that may be of interest to them or introduce them to one of your contacts.
• Take them out for lunch or a cup of coffee on occasion, if possible and appropriate.
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INTERVIEW TYPES

NETWORKING VIA SOCIAL MEDIA
• Articulate your skills and what you accomplished at each previous job experience.
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should be reciprocal and can consist of asking and answering questions, recommending and
introducing colleagues, and sharing valuable career-related information. You can also connect with
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•

•

Research companies and career paths with LinkedIn’s Company pages. Follow the organizations for
which you would consider working. Many advertise positions on their LinkedIn pages as well as in the
Jobs feature.
Consider using Twitter’s job search tools and follow the organizations that interest you.

COMMON OBSTACLES TO NETWORKING AND HOW TO AVOID THEM
You feel uncomfortable: Networking is not asking for favors – it helps both parties! Many of those you contact
will be excited to share information and may have helpful suggestions. If you do your research and respect the
time of those you contact, you will find networking to be a great tool. Make sure to share your contacts and
knowledge as well.
Silences: Create and refer to your list of open-ended questions that cannot be answered with a yes/no
response.
Rude responses: Thank the contact and, if necessary, politely leave or end the conversation early.
Lengthy answers: If you are benefiting from the information, let her/him continue. If the information isn’t
helpful, refocus the interview by stating that you don’t want to take too much of her/his time and ask another
question from your list.
You stray beyond the agreed upon boundaries: Networking is best used to develop relationships, not to
locate job leads. Use networking meetings to gain information, develop further contacts, and seek advice to
improve your job search. Once you have established a long-term relationship, you may ask for job leads or
recommendations.
You become the interviewee: Restate that your goal is to gain information, and consider thanking the contact
for his or her interest in you. However, if a job is presented that sounds good to you, you may choose to be
interviewed. In this case it is appropriate to ask more questions about the job, such as what skills or experiences
are relevant, before answering interview questions.
Failing to follow-up: Send thank you notes and ask for names of others you may contact.
Poor record keeping: Keep a record of your calls, conversations and meetings. Once you begin to contact a
large number of individuals, it may be difficult to recall all this information.
Networking cannot replace research: Research industries, organizations and positions before and after your
networking meetings. Your meetings and follow-up will be more productive, as your questions will be more
informed and the contacts will know you are serious and wisely using their time. You should have acquired basic
information about an employer before meeting with your informational interviewee from that organization.
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